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1. INTRODUCTION

The Innovative Readiness Training (IRT) Internet Interface is a fully automated
system that allows Service/Component IRT Program Managers to create projects
in a database by Fiscal Year (FY), preview all FY projects currently in the
system, submit After Action Report data, and print FY project information for
AARs due-outs, agency project listings, requested and approved funding, and
final AAR data. This process change enhances OASD/RA oversight of IRT by
allowing IRT Program Managers real-time interface with program data. It was
designed by incorporating your ideas and trial comments. Please continue to
provide feedback for future enhancements to either the OASD/RA Help Desk or
the IRT Program Manager.

2} Innovative Readiness Training (IRT) - Microsoft 1... =] E3

2- ENTERING DATA INTO IRT J Eile Edit Mew Favorites Tools Help |
. , [« % ODAQHI > D
2.1 Accessmg OptlonS Menu | address [ @] hitp:/140.185.44. 166/IRTfindex2.him 7] @G0
J Links & ]Best of the Web ] Customize Links & Free Hotmail >

At a successful Log In, you may select any of the
five choices on the left of the screen.

e Create Projects

e Submit AARs

Creale Projects

e Review Projects View Projects
) . Submit AARs
o View PI‘OJ ects Print Reporls

Review Projecits * Recommend Internet
Faplorer 5.0 or higher

e Print Reports

(P est viewedat 800 2T 600,
Small Fonts)

3. CREATE PROJECTS

Create Projects gives you the ability to create a new
project by fiscal year.

|@ Daone ,7,7‘0 Internet v

B tewar ative Bemacbivess. Training (181} - Mscrosolt intermet Exparer

Bl Edt  Yow Fgeories ook Helo -
. . . e YE A Ik I - ]
1. Click Create Projects button. Click on e T ew

Lnks @] Dest of the Web Ll ] Mcroseft o @] Tedeslrks @)Web Gallary ™

the Project Title drop down to select a
title (listed alphabetically). If the title
is not located on the list, type the
Project Title in the field below.

OFFICE OF THE SECRETARY OF DEFENSE RESERVE AFFAIRS

“reate Project =

e To avoid duplication, search for the = | e
. . Project ID: Ageney:, =]
Project Title under the drop down N — Seated 5]
list first. Start Month: [ =] End Month:[ =] AAR Month: -
Special Interest: [0 =] ProjectType: [ 7]
2. Select FY (Fiscal Year) from the drop B v . S et
d If lect FY before xS I
own menu. Ifyou se T — — s S
Total: § 3 |

Project Description:

D Ineeenet
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Project Title it will create an error in Project ID.
Note: Wait for the database to generate the Project ID before continuing

You can tab or click to the next field and arrow thru the drop down menu.
You can also type the first letter in the word to access it faster.

Select an Agency from the drop down list.
4. Enter a City and a State from the drop down list.
5. Select a Start Month and End Month from the drop down list.

Note: Wait for the database to generate the AAR Month after your End Month
selection.

6. Select a Special Interest group. Your options are:
o N/A
e Designated Organization
e Native American
e Alaskan Indian
7. Select Project Type. Your options are:
e ENG (Engineering)
e HS (Health Services)
e SPT (Support)
e TRAN (Transportation)
e VET (Veterinary)

8. Enter dollar amounts under Request From OASD, Service Contribution,
and Community Contribution. The system will calculate the totals when
you Save. Enter whole dollar amounts with commas and no cents.

2 IRT Internet Guide
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/5 Innovative Readiness Training {IRT) - Microsoft Internet Explorer

| Fle Edt Vew Favortes Toos Hep ‘
|-+ QR AEI - IE-EP

| Address |@ http: /{140, 185.44. 166/IR T findex2. htm = @
[tinks @7Best of the Web @] Customize Links  4]Free Hotmall @] Microsoft &) Product News  dpRealPlayer &1 Today's Links =

nnovative Readiness Training

OFFICE OF THE SECRETARY OF DEFENSE RESERVE AFFAIRS

Unit(s): =
- B
Create Projects
View Projects o
Submit AARs Reminder: Eligihle izations include state, local and federal government
Prinf Reporls agencies, and Title 32, Section 508 eligible organization(s). If non-eligihle

. . forward package to OASD/RA. Do not complete submission.
Review Projects ey ———

NOTICE: Program managers must review submissions to ensure all
applicable documentation is included hefore creating this file.

" GO Sign ™ Non-Competition [ ETRB Review | Command Staff Review

" Legal Review

" Final Review and Approved IAW Service Regulation/Instruction

Save Save and Create New Project |

& [[ [ meermet

SEL |

9. Type in Project Description and Unit(s) information.

10. Check Eligible Organization, GO Sign, Non-Competition, EIRB Review,
and Command Staff Review, Legal Review, Final Review and Approved
IAW Service Regulation/Instruction. If the requesting agency is a non-
eligible organization, forward the submission package to OASD/RA for
General Counsel review.

e If you do not check the above boxes you will receive an error message
when you try to Save, notifying you which boxes where not checked. For
example:

; Innovative Readiness Training (IRT) - Microsoft Internet Explorer

J File Edit ‘“ew Favorites Tools Help |

-2 QRAAHUI B FGE-EHP
| Address [@] http://140,185.44, 166/IRT/index2.htm x| e
J Links @] Best of the Weh &) Customize Links &8 Free Hotmall & Microsoft & Product News A RealPlayer &1 Taday's Links 2

nnovative Readiness Tra

OFFICE OF THE SECRETARY OF DEFENSE RESERVE AFFAIRS

ining

—

Create Project fl

** The following hox(es) must be checked: Eligible Org, GO Sign, ETRB Review **

L

] Dore |_|_|ﬂ Internet
11. After you have completed entering your data, click Save if you’re finished or
Save and Create New Project to create another project.
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Warning: Once you Save you will

Innovative Readiness Training, (IRT)

not be able to make changes. If you File Edit View Favorites Tools Help

] - * ) A I I B S b
need assistance contact the ]RT Back  Forward Stop  Refresh  Home Search Favorites History Mail
Program Manager. Address|[& http:/7140.185.44.166/irindes2.htm -] #Go||Links”

*  * * *

nnovative Readiness Training

o
— =

12. After you Save click the blue
underlined line to notify the IRT
Manager that you created a new

x OFFICE OF THE SECRETARY OF DEFENSE RESERVE AFFAIRS

Click here to notify IRT of new Project(s) created in the database. j

project(s). Then you will return TR
to the options menu. View Projects ¥ ; ’Z |
Submit AARs i AW L =l

FYI: To close out click the Close
Window “X” icon.

A Innovative Readiness Training (IRT) - Microsoft ... [[=] EY

4. VIEW PROJ ECTS [[ Bl Gt wew Favortes Iods Heb ‘
. . .. C 5N AR B-S
Everyone can view all fiscal year projects. However, this is a s [B w015 v sz =] @6
Links @]Best of the Web  &]Customize Links & ]Free Hotmail 27!

read-only page.
1. Select a FY from the drop down list.

2. Click on the blue underlined Project ID to view a Project

from the list. Create Projects
2 Innovative Readiness Training {IRT) - Microsoft Internet Explorer View Projects
| Ble Edt Yew Favorbes Iodk Help ‘ Submit AARs
|J¢-= - QRNAAESB-FE-EHP Print Reports
| gidress [@ hrtp:17140.185.44. 166/ RT ez bk =] @ Review Projecls

|Links &]Best of the web  &]Customize Links  &]Free Hotmal @] Microsaft @ ]Product News  @pRealPlaver &) Taday's Links

nnovative Readiness Training

OFFICE OF THE SECRETARY OF DEFENSE RESERVE AFFAIRS

|&] pore | Internet

iew Projects - Read Only i’
Creaie Projects (S gy

View Projects

Submit AARs

Print Reports

Project ID Agency Title City State
1293004 AFRC TRAMNSAM Ft Worth TX
. . 1998005 AFRC THS Augmen Rosebud THS 3D
Review Projects
1295006 AFRC C2 Cell Ellsworth AFB =D

1988007 AFRC Hatrs Staf’ Robins AFB GA

1955009 AFRC Care Acces Gallup M

1999011 AFRC Cheyenne R Eagle Butte sD

1998012 AFRC N Cheyenne Lame Deer MT |
|&] pore [ [ [ mtemet i

NOTE: AAR data will not appear until an AAR has been submitted.

Click Close button to return to View Projects or select another option from the
left screen option menu.
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5. SUBMIT AARs

You will submit AARs from this page no later than 60 days after project
completion.

1. Select a FY from the drop down list.
2. Select a Project from the list by clicking on the blue underlined Project ID.

ing (IRT) - Microsoft Internet Explorer

N I EEE)

Addvess [@] hitp://140.165.44. 166/IR Tind=x2.htm =l @s
Links @)Best of the Wweb 48] Customize Licks  @]Free Hotmall @ Wicrosoft  @1Product News  dpRealPlayer & Today's Links
* &k x x XX
- - -
1) RY ] A - e, s a3 3
nnovative Readiness Training
OFFICE OF THE SECRETARY OF DEFENSE RESERVE AFFAIRS
| = 2l
Create Projecls After Action Report Data
View Projects dd  mm gy dd mm ¥y
Submit AARs Start Date: W-W-,FEndDate: W-E-W
b Numerical Data:
Print Reporls 3365 medical treatmenta; 364 dental treatments: 3850 =
Review Projects i
= _
Number of Military Participants:
Enlisted: Officer: Other: Totals:
3 1 0 0 -
|&] pone [ |4 mternet 4

NOTE: All fields above After Action Report Data will have data from the Create and
Review functions.

3. You must enter data in all AAR fields below After Action Report Data.
Ensure that Start Date and End Date are correctly entered.

e Enter the two-digit dd, mm and yy. Example: 01-19-02.
4. Under Numerical data identify the type of service with numerical data.
5. Enter the number of Military Participants.
NOTE: All totals automatically calculate after you Save, including Fiscal Obligation
Totals and Military Participants.

OASD/RA is the only approval authority for moving funds between projects. The
funded amount approved by OASD/RA must match Actual Fiscal Obligations in
the AAR. If the fund amount within OASD/RA does not match, you must include a
narrative in the Project Description or Numerical Data fields.

6. Enter Fiscal Obligations. Enter whole dollar amounts with commas and no

cents.
Fiscal Obligation:
Actuals OASD: Service: C ommunity:
P&A:  $[35.000 $ {0 $ [0
O&M: $ 35000 $0 Overall Total:
Total: $ |0 $|0 $o
OASD/RA Comments:

5 IRT Internet Guide
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7. OASD/RA Comments are ‘read only’. If you need to make additional
comments use the Project Description or Numerical Data fields.

8. You must click Save data to receive a confirmation and return to the Submit
AARS list.

6. PRINTING IRT REPORTS
6.1 Print Reports

When you click on the Print Report, you will get a separate window to select a
report.

,,‘. . Maximize window for best view.

3 Innovative Readiness Training (IRT) - Microsoft Internet Explorer =] 3

J Fle Edit Wiew Favorites Tools Help

1. Select Display Format. Participants outside of [[¢ = Q@ #N4 Q@S -G8 -

" " | Address [@] http:/140.185.44. 166/IRT/Report.htm = peo
OASD/RA Should SeleCt All Other Users : JLinks &1 Best of the Web @] Custamize Links &1 Free Hotmail & Microsoft )
2. Select Report from the drop down list. -
3. Select FY from the drop down list. Select Display Format: [FA's Local Users (E Onty) =]
4. Select an Agency from the drop down list. * Users outside of OASTVRA must select "All Other Users”
5. Click Get Report to view and print. Select Report: |AAR: Due (oy Mori) L
Select FY:|1938 'I
6.2 Preview Window
Select Agency: IALCOM vl
The.re are many pr¥nt1ng and Ylerng Optlons * Agency selection will not affect "Project with Iultiple Participants”
available to you within this window, such as
. . . . Get Repart |
exporting the report, searching, and viewing. =
|@ Done l_l_lﬂ Internet v

6.2.1 All Other Users

Select " All Other Users" from the Select Display Format. You are only able to
print the report one page at a time.

5 Crystal Report Yiewer - Microsoft Internet Explorer [_ O[]

JEiIE Edit Wiew Favorites  Tools  Help |

¢ -2 NI AEI B SE-EP
| ddress [@] http:f140.185.44. 166/ IRTjrpterver % ZE aspremi=get_pgaviewer=htm|_pagesufmt=htm_pagetpage=2 x| #e
JLlnks @&]Best of the Web @] Customize Links & ]Free Hotmail  &]Microsoft @] Praduct News dpRealPlayer @&]Today'sLinks @] web Gallery *»

RT3 N o I I

-

FY 1999 IRT AARs Due

State  Title Agency AAR

HY Take Down ANG-NY SEP

HY Take Down LRNG-NY SEF

Ch Task Force Crrizzly ARNG-CT DEC

Ch Task Force Grizzly ARNG-IN DEC

Ch Task Force Grizzly ARNG-IME DEC

Rl Wact Wanmicl HS LRH RT RER Jid |
|&] Done [ g mermet v
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Before printing, select File, Page Setup and change the EEEET HES
Orientation to Landscape. Py
-
Select File and Print from the File Menu. Click Souce.
OK. IAuto Select j
r~ Headers and Footer
@ . Header
The Export Report (envelope) icon allows you [iwteroge i ot 17

to save the report into other format such as MS Word &=
[twithid
and MS Excel.

i~ Dlrigntation Marginz [inches)
ol F’gmait—‘ Fen- Jo7s Bight:  [0.75"
4 The Refresh (yellow lightning) icon allows you gL o EoEE o OO
to refresh the data. This is useful if you want the ? ok ] caee | _pie
report to display the data that other people have
updated after you generated the report.

I 100%: TI

The Zoom button allows you to select the display size.

First ~ Previous Next Last . .
Page  Page Page \ DP€ The paging box of icon allows you to
¢ navigate among the report pages.

‘ K 2 0f2 0 L R P

The Search Text (binocular) icon allows you to search for a specific record.

J Fle Edt view F

e -3 -QL
m Use the Back button to return to the Print Report window.

7] Back ‘
L Button =
3 Innovative Readiness Training {IRT) - Microsoft Internet Explorer [_ (O] <—
When you finish Print EEE e - |
Report click the Close |- QRAQAEIBDSF-EH
WindOW “X” ICOII tO ClOSG Out Jngdress I@ http:/{140.185.44.166/IR T repart.asp j 6>G0
fth P . t R t . d JLinks & Best of the Web @] Customize Links & Free Hotmail & Microsoft =
(6} € rrim eport window.
P 3
[xGag[om [0 ([ 1|# H
Preview |
=l

7. PROJECTS

7.1 Review Projects

This is only available to the IRT Program Manager.
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